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COMMANDANT INSl’I~UCTION M 1080.1 OD 

Sub-j: MILI’TARY PERSONNEL DATA RECORDS (PDR) SYSTEM 

1. PlJRPOSI’,. This Manual cstablishcs policy and prescribes procedures for the administration 
ol‘ the Military Persomlel Data Records (PDR) System. This System applies to Regular and 
Rcscrvc Forces, ofiicer and enlisted personnel. 

2. ACTION. Area and district commanders, commanders ofmaintcnancc and logistics 
commands, commanding oflicers of Ileadquarters units, Assistant Commandants fol 
Dircctoratcs, Chief Counsel, and special staff offices at Headquarters shall ensure compliance 
with the provisions of this Manual., 

3. DIRlX’IIVl~S AFFECTED. COMDTINST M 108O.lOC is canceled. 

4. PROGRAM RESPONSIBILITY. 

a. Commandant (G-WR-3) is responsible for the Military Personnel Data Records (PDR) 
System which includes active and reserve records. Administration of the Headquarters 
PDR system is delegated to Commander, Coast Guard Personnel Command, CGPC 
(adm-3). 

b. PERSRUs are rcsponsiblc for notifying members via the unit commanding officer of 
trans,actions which have been submitted on them. This is further explained in enclosure 
(2) of this manual. 

5. CHANGES. 

a. The criteria for release of privacy act information have changed. This instruction will 
refer you to the Prcedom of Information and Privacy Acts Manual, COMDTINST 
M5260.3 for guidance on what information may be released. 
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b. Source Data Automation @DA) II, the PERSRU data entry software, has changed the 

tiling requircmenls of a number of existing ~~CLIIIIC~I~S. The following is a list of‘major 
changes as a result of SDA II: 

(1) 

(2) 

(3) 

(4) 

(5) 

(6) 

Within this manual is a rcfcrence to Ihe “transaction log”. The transaction log is 
produced as a by-product of an SDA II transaction, if selected. In &hosc instances 
where a paper record is required, the transaction log is produced using the print 
command and selecting “transaction log”. 

The Record of Emergency Data ((X-41 13) and the BAQ Dcpendcncy Form (CC- 
4 170) have been combined into the new BAQ/Dependency/~nl~r~ciicy-Data/S~~LI 
Form (CG-417OA). The CG-417OA can only bc produced from SDA II. 

The Court Memorandum (CG-3304) was eliminated. The transaction log for Ihe 
Court Martial/NH results transaction has taken the place of the (X-3304. This 
transaction log MUST be printed and filed in the appropriate l’I’,RSRIJ and I IQ PDR ~_ 
location. Prior CG-3304s are to be retained. 

The Discharge and Reenlistment Contract (CG-3301C) has been rcplaccd by the 
IXnlistment/ Recnlislment Document, DD Form 4. Prior CG-3301 Cs arc to bc 
r&tied. 

The Allotment Authorization(CG-4222) was eliminated. 

The Family Separation Allowance worksheet (CC;-52 13) was eliminaled. 

c. Headquarters PDR will be maintained eleclronically and consist of imaged based 
documents vice paper based. 

d. All separation packages where separation was directed by Cotnmandcr, CGPC; MIX(s); 
district(s); TRACEN Cape May, or Supcrintendcnt CGA, shall bc lilcd in the 
Headquarters PDR. This includes discharges, R&ADS, and retirements. The complctc, 
original separation package shall be forwarded by the approving authority to Commander, 
CGI’C (adtn-3). 

e. The cotnplctc request for advancement/promotion, restoration in rate, change in rate, or 
retnoval of designator, including all endorsements and final action will be forwarded to 
CGI’C (adm-3) for ftling in Ihe Headquarters PDR. 

f. Travel claim packages arc authorized to be filed and retained at the unit level. 

g. Personnel may now bc authorized to hand carry their unit PDR. 

h. Maintenance of PDR’s for reserve personnel has been brought more in line with active 
duty procedures. 

6. PRIVACY ACT RI3QUIRI~MI1NTS. All personnel using or maintaining I’DRs and ---- 
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7. 

preparing associated documents must maintain the security and integrity of thcsc records and 
documents at all times. Cart must be exercised to ensure that unauthorized disclosure does 
not occur and that records and documegs arc properly disposed of. If the documents arc not 
wanted by the mcmbcr, shredding or other secure disposal methods must be used. Disposing 
of docurncnts in day-to-day trash is not proper disposal. Recycling shredded material is 
authorized and encouraged. Set cnclosurcs (6) and (7) for additional information and 
requircmcnts. 

PDR SYSTEM BACKGROUND DISCUSSION, DEFINITION, AND DESCRIPTION. 

a. Background Discussion. 

(1) Since its inception in March 1989, the paper-based PDR continues to change as 
technology permits us to place tnorc reliance on electronic data. Electronic data 
provides greater llexibility in data rclrieval and rcduccs costs associated with 
maintaining paper-based documents. 

(2) Improved information resource managetnent tools such as SDA II gives us 
opportunities to itnprovc our current data management methods. SDA II placed 
tnorc electronic data (personnel and pay) locally at servicing PERSRUs. This local 
data provides commanding officers of the serviced units greater access to 
information on Ihcir personnel, while reducing the time intensive and laborious task 
associated with maintaining paper-based documents and records. 

b. Delinition. 

(1) 

(2) 

(3) 

The PDR System is the only system of tnilitary personnel records authorized for 
pcrsonncl documents retrievable by a personal identifier. The only exception will bc 
the rctcntion of travel claim documentation which must bc maintained in accordance 
with enclosure (6) ol‘ this instruction. No other such systetn of military personnel 
records is authorized. PDRs will bc tnaintained in accordance with enclosure (2). 

‘1’1~~ data (both electronic and paper-based) held within the PDR System serve as the 
basis for determining Coast Guard responses to Personnel Records Review Board 
(PRRB) and Board for Correction of Military Records (BCMR) applications. 

This System of military personnel records retains only those specific documents 
necessary to manage the Coast Guard tnilitary workforce. A Personnel Data Record 
(PDR) is maintained for each tnetnber by each of the following: 

(a) Headquarters, (electronic data). The Headquarters (I-IQ) PDR will consist of 
electronically scanned documents. Set enclosure (3) for a listing of documents 
author&d for scanning. (Note: Documents received at Commander, CGPC 
(adm-3) which arc not authorized for scanning will be destroyed, except as 
noted in paragraph 7.b.(3)(e)3.). PERSRUs and units should check the listing of 
authorized documents prior to forwarding (see enclosures (1) and (3)). 
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(b) Human Rcsourccs Service & Information Ccntcr(HRSIC), (electronic data). 

1. The HRSIC PDR is a database of personnel and pay data elements 
maintained by the CG Hulnan Resources Service & Information Ccnler, 
Topeka, KS, as prescribed by HRSICINST M5230.1 (scrics), and other 
I IRSIC directives. 

2. The SWE PDE (Personnel Data Extract) is personnel infortnation (TIG, ‘I’IS, 
awards, courses, marks, exam board OPFAC, etc.) from the Enlisted 
Pcrformancc Evaluation System, PMIS/JUMPS, and CG Institute databases. 
This pcrsonncl information is used to determine a member’s eligibility to 
participate in the SWE and to compute final tnultiplc Ihr advancement 
cligibilily lists. 

(c) I’IIRSRU. ‘I‘he I’IZRSR(_J PDR is dcsignatcd as the primary field PDR (see 
enclosure (4)) 

(cl) Member’s assigned unit. llnits maintaining petso~~~~cl/pay ad travel documents 
must lilt thcsc in the Pcrsonncl Data Record (CG-5354) (sea cnclosutr (5). 

(c) Medical Records. 

1. The Medical Personnel Data Record (MED PDR), generically referred to as 
the “IIeallh Record,” must be maintained as prescribed by Commandant (G- 
WK) in Chapter 4 of the Medical Manual, COMDTINST M6000. I (series). 

2. MED PDR shall ONLY be forwarded to Commander, CGPC (adm-3) upon 

member’s final separation as indicated in enclosures (2) and (8) and Article 
4-A-4, Medical Manual, COMDTINST M6000. I (series). DO NOT give __ -__ 
original MI’,D PDR io member upon final separation. 

3. Medical documents are not filed in the I-IQ PDR. They will bc returned to --. 
the unit if received by Cotnmander, CGPC (adm-3) in error. 

(f) National Personnel Records Center (NPRC), St. I,ouis, MO. The NPRC PDR is 
the consolidation of all PDRs pertaining to a metnber. This combination occurs 
at Commander, CGPC (adtn-3) when PDR maintqancc is tcrminatcd upon linal 
separation. 

c. PDR Description. 

(1) The Personnel Data Record (PDR), (CG-5354) is a four-part folder. The level at 
which the PDR is being maintained must be identified on the front cover of the PDR 
folder, e.g., the PERSRIJ I’DR will clearly indicate “PERSRU PDR.” 

(2) The divisions within the I-IQ, P’ERSRU, and Unit PDRs arc mandatory. Under no 
circumstances will any document not spccificd in this manual be filed in the HQ or 
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PERSRU PDR (set the enclosures for more detailed information). 

8. CORRECTIONS TO THE PDR. 

a. General. Documents will be: 

(1) Corrected or removed from the HQ PDR as authorized by Commandant (G-W), (G- 
WT)., or Commander, CGPC (adm-3/epm/opm/or rpm). ORIGINAL docutnents 
received at Commander, CGPC (adm-3) that arc not authorized for filing will be 
returned to the appropriate addressee. However, COPIES of documents not 
authorized for filing will be destroyed by Commander, CGPC (adtn-3) or 
Commandant (G-WT) except as noted in paragraph 7.b(3)(e)3. above; 

(2) Corrected or removed from the PERSRU PDR only wh supported by adequate 
documentation; 

(3) Corrected by Training Center, Cape May, NJ, fbr recruits under training for social 
security numbers, names, and date of birth which have been recorded incorrectly; 

(4) Corrected or removed as directed by Commandant (G-W), (G-WT); Cot~~manclcr, 
CGPC (adm-3/epm/opm/or rpm); PRRB; or BCMR; 

(5) Corrected or removed only as author&d by Commander, CGPC (adm-3/eptn/opm/or 
rpm) or Commandant (G-WT) in all other cases not requiring administrative 
discretion; 

(6) Filed in accordance with existing instructions when a docutnent is replaced by a IICW 

document. For PDR purposes, the new document will be filed in the same manner as 
the old document: 

(7) Processed as outlined in enclosure (6). 

b. Amending documents contained in the PDR: 

(1) An individual may request amendment to information in their PDR. Servicing 
PERSRU’s will correct information within their scope when notified by a responsible 
party, c.g. member, comtnand, HRSIC, I-IQ or CGPC, and necessary supporting 
documentation is provided. 

(2) In cases whcrc the local servicing PERSRU can not effect the change, the request 
will be forwarded to the cognizant authority for a determination. In all cases, the 
individual must be provided a copy of the l’lXSRU’s request for amendment or 
advised that the request has been forwarded to a cognizant authority for 
dctcrmination. 
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9. 

10. 

RECOMMENDATIONS TO IMPROVE ‘IFIE MILITARY I’DR SYSTEM. 
Recotmncndations for itnprovetnents to the PDR system may be submitted to Cotntnat~clat~t 
(G-WR-3) using enclosure (9). 7’1~ PDR System is intended to provide a structured and yet 
flcxiblc record systctn to tnect the continuing and diverse needs of the Coast Guard. 
Reconmcndations to improve this system are encouraged. 

1:ORMS AVAILABILITY. 

a. The Personnel Data Record (PDR), (CG-5354), is stocked Lit Engineering 1,ogistics 
Center Baltimore. Stock nutnbcr (7530-01 -GF3-0590) and unit of issue EA (each) 

b. The BAQIDcpendencyiEtncrgcncy-Data/SGLI form can only be obtained from SDA II. 
It is not a form that is authorized for distribution as a blank form. It is only produced in 
conjunction with an SDA 11 transaction. 

Encl: (1) Table of Document Filing Locations 
(2) Personnel Record Guidelines 
(3) FIeadquartcrs (I-IQ) PDR structure 
(4) Personnel Reporting I_Jnit (PERSRU) PDR structure 
(5) Unit PDR structure 
(6) Access and Disclosure of PDR documents 
(7) IXsclosure log 
(8) Scparalion Docutnctits Checklist 
(9) Suggestions for Itnprovctnents to the Military Personnel Data Records Systems 
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Encl. (1) to COMDTINST M1080.10D 

TABLE OF DOCUMENT FILING IiOCATIONS . 

The number followin’g the letter designation indicates in which sectiqn of the PERSRU or 
UNIT PDR the document is to be filed. No 16cation is given for HQ PDR filing. 

The ‘column labeled with an asterisk “*” ’ IS used for denoting nonstandard distribution. The alpha 
character “N” is used for this purpose. Refer to the notes at the end of this table for additional 
information. 

0 = Original(Origina1 for HQ PDR will result in an imaged original document) 
c = copy 
DB = Data Base (includes summary printouts) 

[*I DOCUMENT/ HEADQUARTERS ,I I 

,.i 

( 

i 

: . 
I 

. .: 

: 

ENL OFF 
I 

PERSRU 
I 

UNIT 



DOCUMENT/ HEADQUARTERS 
TRANSACTION ENL OFF I’ERSRU UNIT 

CG-3303c-18 01 
CG-3303C-x9 01 
CG-3303c-20 0 1 
CG-3303C-21 
CG-3303C-23 
CG-3303C-24 
CG-3303C-26 
CG-3303C-31 I 
CG-3303C-33 0 1 

CG-3303C-34 01 
CG-3303c-35 01 
CG-330X-36 01 

- CG-3303C-37 01 



Encl. ( I) to COMDI‘INST M 1080. IOD 

TRANSACTIONS 

I 

1 DD-1966 0 I I 
DD-2058CG 03 
DD-2366 0 0 c2 i 
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TRANSACTION 

separation directed by CGPC, MLC, 
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TRANSACTION 

N = Non-standard distribution notes . 

CG-3307: Original attached to CG-3788 (series) and forwarded to Commander 
(HRS&IC-ADV). Commanding Officer (HRS&IC-ADV) will forward CG- 
3307’s to Commander, CGPC (adm-3) for filing upon review and acceptance 
of CG-3788 (series). 

CG-3698A: Original form forwarded to Commander, CGPC (opm) or CGPC Regular: 
(epm). Copy forwarded to servicing PERSRU for data entry, copy then 
endorsed by PERSRU and returned to member. 

Reserve: Not applicable. 
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CG-3788A/B/C: 

CG-5274: 

CG-5525: 

AF-538: 

DD-2366: 

SF-3 12: 

Award Citations: 

Regular/Reserve: Marks from original forms are entered into the master 
marks DB by Commanding Officer (HRS&IC-ADV). then destroyed. 
Copies of forms are temporarily maintained in the Unit PDR, until receipt of 
the marks summary sheet, as outlined in the Personnel Manual. 
COMDTINST M 1000.6 (series), Article 10-B-4. 

Regular/Reserve: Yellow card retained at unit with source documents (e.g., 
OPNAV 55 1 O/4 13, CG-5588, CG-49 12 or other COMDT or DONCAF 
document) and certified copy of SF-3 12 attached. 

If unit PDR is not maintained, the original CG-5274 will be filed in the 
PERSRU PDR. 

A copy of this form will be tiled in the PERSRU PDR until the mcmbcr’s 
military obligation is cotnplete or the member is assigned to a SELRES 
Billet. which ever occurs first. 

Form should be maintained by individual responsible for issuing. monitoring, 
and accounting for issued items. 

Original to Commander, CGPC (adm-3) for filing. Copy to PERSRU PDR 
Second copy to member. 

Original forwarded to Commandant (G-WKS-5) and certified copy attached 
to CG-5274. Include the CC-5588 as a source document. 

Only personal and unit awards that require entry into PMIS/JUMPS are to be 
forwarded. A complete listing of awards to be filed is located in the 
Personnel and Pay Procedures Manual, HRS&ICINST M 1000.2. Member’s 
SSN must be typed in upper right corner of citation before forwarding to the 
PERSRU for processing and Commander, CGPC (adm-3) for filing. The 
award citation filed in the PERSRU PDR is considered a temporary 
document. 
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Letter of: 
Designation/ 
Course 
Completion 

Request for: 
Advance/ 
Restoration/ 
Chng in Rate, 
Removal of 
Designator, 
Promotion 

Encl. ( I ) to COMD’TINST M 1080. I OD 

Letter Designation and Course Completion information which is not 
supported by another PDR entry or tracked electronically by the Coast Guard 
in a personnel information system. may be filed in the appropriate section of 
the PDR. For example: Letter Designation as OIC would not be filed in the 
PDR, as the member should have the appropriate enlisted qualification code 
issued through PMIYJUMPS. CG Institute course completion information 
will not be filed since it is recorded electronically at the Institute with a 
completion letter being provided to the member. 

These are requests for advancement/restoration/change in 
rate, removal of designator or promotion which are forwarded to 
Commander, CGPC (cpm-1) for final decision. 



Encl. (2) to COMDTINST M 1080.1 OD 

PERSONNEL DATA RECORD GUIDELINES 

1. Maintaining the PDR. 

a. The I-IQ PDR will be maintained electronically and contain imaged documents. If 
printed it will bc structured as outlined in enclosure (3). Units will continue to forward 
docu~iients in accordance with published instruction for scanning. Administrative 
Reports and Boards are maintained physically apart from the folder and are not provided 
to officer selection boards, assignment panels, or warrant officer appointment boards. 

b. The PERSRU PDR is structured as outlined in enclosure (4). Documents specifically for 
Rcscrve members will not be removed from PDRs when the reservist reports to active 
duty Ibr any period. 

c. The IJnit PDR is an optional record. The decision to maintain or not maintain the unit 
PDR rest with each command. It is not the intent of this instruction that units not 
maintaining the PDR would then subsequently shift additional work to another unit nor 
does it change command responsibilities. The unit PDR is structured as outlined in 
enclosure (5). Copies of other documents not listed in enclosure (5) may be filed in the 
Unit PDR at the commanding officer’s discretion. This can be different from unit to unit, 
depending on what the unit commanding officer deems necessary. Commands arc not 
authorized to retain personnel/pay or travel documents in any command files. If retained, 
they must bc kept in a PDR (CG-5354). The only exception is the retention of travel 
claim packages which will be maintained in accordance with enclosure (6) of this 
instruction. 

d. Each PDR shall contain only documents prescribed by this Manual and must bc filed in 
the designated section of the PDR. Directions for completing PDR documents and 
transactions are found in the directives requiring their use. Unresolved questions must be 
addressed to Commander, CGPC (adm-3). 

e. Only one copy of any document (the original or the best available copy depending on the 
required distribution) will bc filed. Commands sending documents to the Personnel 
Command should ensure that the document is not soiled or mutilated and that it is legible 
and complete. 

f. All PDR documents must be filed in the order listed (top to bottom), by type 
chronologically within each section (e.g., all CG-3307’s will be filed together in the 
appropriate section with latest date on top to the oldest date on the bottom). 

g. One of the objectives is to eliminate duplication in record keeping. For commands 
collocated with their own PERSRU, it is intended that Unit PDRs will not be maintained; 
however, if the Unit PDR is maintained, documents within the IJnit PDR WILL NOT be ______ 
duplicated in the PERSRU PDR. 
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h. Group/Section commanders must determine at what level within their command 
personnel/pay and travel documents will be maintained. Whenever possible these 
documents will be maintained at the Group/Section office to minimize the administrative 
workload on subordinate commands having limited administrative support. 

2. Opening a Personnel Data Record, (CG-5354). 

a. The following accession entry commands will open the PERSRU PDR for each member 
upon entering the Coast Guard or Coast Guard Reserve: 

(1) Academy for cadets; 

(2) RESTRACEN Yorktown for OCS; 

(3) TRACEN Cape May for recruits; 

(4) Servicing PERSRUs for personnel (direct shippers) reporting directly from any other 
location not listed in 2.a.( l)-(3) above. 

b. A new PERSRU or Unit PDR does not need to be opened upon reenlistment. extension, 
integration, etc., so long as service is continuous and the PDR is still serviceable. 

c. Upon reentry to active duty of a former Coast Guard/Coast Guard Reserve member, the 
NPRC PDR must be retrieved from the National Personnel Records Center by Human 
Resources Service & Information Center(HRSIC) for validation of pay base dates. 
HRSIC will then forward the NPRC PDR to Commander, CGPC (adm-3) who will file 
the documents in the HQ PDR. 

d. When Coast Guard reservists enter on extended active duty or reenlist in the regular 
Coast Guard, the servicing PERSRU will forward the PERSRU PDR and MED PDR to 
the new servicing PERSRU. 

3. Transmitting the PDR Upon PCS Transfer. 

a. PERSRU PDR. Hand carrying the PERSRU PDR is not authorized. The PERSRU PDR 
will be mailed via regular mail, NLT 5 days after member’s date of departure. The use of 
registered, certified, or express shipments is not authorized. 

b. unit PDR. Hand carrying the Unit PDR is authorized and encouraged to help reduce 
mailing costs. If the member elects not to hand carry the PDR or the commanding officer 
directs that it be mailed, the Unit PDR will be mailed by the field unit via regular mail 
NLT 2 days after member’s date of departure. The use of registered, certified, or 
express mail is not authorized. 
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Missing PDR. In either cast the gaining Unit/PERSRU will contact the previous Unit/ 
PERSRU, as applicable, if the PDR is not received within 5 days after the member 
reports. 

4. Transmitting the PERSRU PDR When Assigned TAD, ADSW-RC, ADSW-AC. 

a. For TAD, ADSW-RC, ADSW-AC in excess of 60 days, the forwarding requirements as 
described in 3.a. above apply. When forwarding a PDR to another PERSRU, direct 
coordination is important as movement of the SDA II member file must also occur. 

b. For TAD, ADSW-RC, ADSW-AC less than 60 days, the servicing PERSRU for the 
permanent unit will retain and maintain the PERSRIJ PDR. 

5. PDR Rcvicw. 

a. Servicing PERSRUs must afford commanding officers and their authorized oflicials (e.g., 
exccutivc officer, dcpartmcnt heads, personnel officer, etc.) an opportunity to review the 
PERSRU PDR and make copies of documents they need to carry out their personnel 
responsibilities. The method in which this is accomplished must bc determined between 
the servicing PERSRU and unit commanding officer. 

b. ‘l’he PERSRU and Unit PDR must bc reviewed to ensure that the information collected 
and used to administer our personnel programs is correct. It is highly desirable that 
these reviews be conducted jointly with the member. These reviews must include, but 
not be limited to screening for misfiled or temporary documents, identifying incorrect 
information; or other requirements to update various documents and transactions (e.g., 
BAQ/Record of Emergency Data Information (CG-4 170A)). The PDR should be 
rcvicwed upon; 

(1) Reenlistment; 

(2) PCS departing or reporting; 

(3) Discharge and appointment to warrant officer or 

(4) From temporary status to permanent commission status, 

(5) TAD in excess of 60 days upon reporting; 

(6) 2 years since last review. 

c. Temporary Documents. A “temporary” document is an official document that: 

(1) Changes or is replaced with reasonable frequency; 

(2) I Ias been supcrsedcd by a subsequent similar document or whose action is no longer 
pending; 
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(3) Has been reflected in a member’s: 

(a) Monthly Leave and Earnings Statement (LES) ( except CG-4 170A transactions); 

(1~) Personnel Data Information File (PDF); 

(c) Change in status 

(d) Other official documents that have been retained or are a matter of record. 

(4) PMlS/KJMPS forms were replaced by the SDAII software application at PERSRUs. 
Worksheets, message traffic, e-mail, letters or other correspondence with any 
supporting documentation is the basis for recording transactions and events in 
SDAII. SDAII transaction logs or other source clocumcnts identified above become 
“temporary” documents, and shall be retained until posting occurs in PMIS/.KJMPS, 
or superseded by a later “temporary” document. The Court Memorandum transaction 
log print out is not considered a temporary document. 

(5) Temporary documents/transactions must be removed from the PDR and given to the 
member after they have served their purpose (e.g., transactions have been reflected as 
indicated in paragraph 5.c.(3) above). PERSRUs arc responsible for providing 
copies of documents to members via the unit commanding officer. Thcsc documents 
will be used by units to monitor the timeliness and accuracy in completing 
transactions. The member will be given these documents for the same purpose and 
for use in their personal audit of the LES and PDE. This partnership (member, unit, 
and servicing PERSRIJ) is essential to ensure timely and accurate recording ol‘data 
(both paper-based and electronic). 

d. Many years ago when someone reenlisted, the practice was to close out the service record 
which included purging certain documents such as Court Memorandums ((X-3304) and 
other types of derogatory information. This practice was eliminated with the conversion 
to this PDR system in 1989. It is unlawful to remove any document from a PDR that has 
not been dircctcd by official policy, regulation, Commander, CGPC (adm-3), PRRB, or 
BCMR. 

6. Terminating PDR Maintenance: Maintenance of the PDR will be discontinued for any of the 
f’ollowing reasons: 

a. Discharge without immediate enlistment/recnlistmcnt in the Reserve. 

b. Retirement (RET-l and RET-2 for Reserves). 

c. Missing, which includes those Coast Guard members who are determined to be absent in 
a status ofi 

(1) Missing in action; 
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(2) Interned in a foreign country; 

(3) Captured. beleaguered, or besieged by a hostile force; 

(4) Involuntarily detained in a foreign country; 

(5) Desertion as prescribed in Chapter 8 of the Personnel Manual, COMDTINST 
M 1000.6 (series). 

d. Death. 

7. Disposition of PDRs. 

a. The following applies upon discharge WITHOUT immediate reenlistment, enlistment in 
the Coast Guard Reserve or retirement: 

(1) The unit must obtain the MED PDR (health and dental records) from the servicing 
medical facility. The MED PDR along with any original documents from the Unit 
PDR such as, CG-5274, CG-3307, and CG-3303C (series) will be forwarded to the 
servicing PERSRU within 2 days of the member’s separation. 

(2) Give the remainder of the Unit PDR to the member along with their separation 
documents (e.g., DD-2 14, DD-256CG, etc.). 

(3) The servicing PERSRU must forward the above documents to Commander, CGPC 
(adm-3) using the Separations Checklist provided in enclosure (8). (NOTE: forward 
complete packaged documents only with MED PDR, DO NOT forward PERSRU ___- 
PDR folder.) 

(a) Forward these documents within 5 days of separation. 

(b) Give the remainder of the PERSRU PDR to the member. 

(4) Commander, CGPC (adm-3) must: 

(a) Print all of the imaged documents for the member and establish the HQ PDR. 

(b) Consolidate the HQ PDR, MED documents and the separation documents from 
the servicing PERSRU to form the NPRC PDR. 

(c) Maintain this consolidated NPRC PDR at HQ for six months following 
separation. Only the. original or one copy of PDR documents will be included in 
the NPRC PDR. 

(d) After six months, forward the NPRC PDR to the National Personnel Records 
Center (NPRC), St. Louis, MO for storage. 
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b, Upon release from active duty with concurrent transfer to the Coast Guard Reserve or 
discharge from active duty with immediate enlistment in the Coast Guard Reserve, Units 
must: 

(1) Obtain the MED PDR (health and dental records) from the servicing medical facility. 
The MED PDR along with any original documents from the Unit PDR (e.g., CG- 
5274, CG-3307, CG-3303C (series) will be forwarded to the servicing PERSRU. 

(2) Forward the MED PDR and any documents from the Unit PDR within 2 days of 
separation to the servicing PERSRU. 

(3) Give the remainder of the Unit PDR to the member along with their separation 
documents (e.g., DD-2 14, DD-256CG, etc.). 

(4) Within 5 days after separation the PERSRU must forward the required separation 
documents to Commander, CGPC (adm-3) using enclosure (8). 

(5) Forward the PERSRU PDR to the new servicing PERSRU for the unit where the 
member will be assigned. Forward MED PDR with copies of the following 
documents to Commander, Integrated Support Command (PF) in which the member 
will reside after separation: 

a. DD-214 (Certificate of Release or Discharge from Active Duty) 

b. CG-3306 (Marks) (current enlistment only) 

c. Standard Travel Orders (CG-5 13 1) 

c. IJpon determining that,a member is a deserter: , 

(I) Units must obtain the MED PDR (health and dental records) from the servicing 
medical facility. The MED PDR, and the UNIT PDR will be forwarded to the 
servicing PERSRU within 2 days after member is declared a deserter. 

(2) Servicing PERSRU must, within 5 days after member is declared a deserter, forward 
the Unit PDR, PERSRU PDR, and MED PDR to Commander, CGPC (adm-3). . 

(3) Commander, CGPC must consolidate the PDR’s and maintain file. 

d. Upon death of a member: 

(1) Units must obtain the MED PDR (health and dental records) from the servicing 
medical facility. The MED PDR, and the UNIT PDR will be forwarded to the 
servicing PERSRU within 2 days after death. 

(2) Servicing PERSRU must, within 5 days after death, forward the Unit PDR, PERSRU 
PDR, and MED PDR to Commander, CGPC (adm-3) 
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8. Lost PDRs. The Unit or PERSRU must reconstruct the PDR and if necessary request topics 
of documents maintained in the I-IQ PDR. 

7 
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HEADQUARTERS (HQ) PDR STRUCTURE 

(Contents of the HEADQUARTERS PDR are outlined below) 

CG-2520 
CG-2842 
CC-32 11 
CG-330 1 
CG-3301A 
CG-3301B 
CG-3301C 
CG-3303 
CG-3304 
CG-3306 
CG-3307 
CG-3309 
CG-3 822 
CG-4082 
CG-4 170A 
CG-4328D 
CG-47 14 
CG-49 16 
CG-53 10 
CG-53 11 
CG-53 12 
CG-53 13 
CG-5314 
CG-5315 
CG-5316 
CG-53 I7 
CG-53 11 
CG-53 12 
CC-5313 
CG-54 11 
CG-5412 
CG-95.56 
CGNQ-25 11 B 
CGHQ-3299 
CGNQ-3433 
CGHQ-4290 
CGIIQ-47 17 
CGHQ-4973 

Application for Enlistment 
Notification of Removal of Absentee Wanted by Armed Forces 
OCS Agreement 
Enlistment Contract 
Statement of Understanding (Original enlistment in CC) 
Agreement to Extend Enlistment 
Discharge & Reenlistment Contract 
Achievement Sheet 
Court Memorandum or transaction log printout from SDA II 
Marks 
Administrative Remarks (all) 
Record of Discharge, Release From Active Duty, or Death 
Injury Reports 
Officer Education Record 
BAQ/Dependency/Emergency Data and SGLI Validation 
Officer Fitness Report 
Rcscrve Points. from previous Service 
Initial Active Duty Information Form 
Officer Evaluation Report (OPIUOER) - CAPT 
Officer Evaluation Report (OPR/OER) - CDR 
Officer Evaluation Report (OPIUOER) - LCDR 
Officer Evaluation Report (OPR/OER) - LT 
Officer Evaluation Report (OPIUOER) - LTJG 
Oflicer Evaluation Report (OPR/OER) - ENS 
Officer Evaluation Report (OPR/OER) - CWO 
Officer Evaluation Report (Reserve Officer 6-29 days) 
Officer Evaluation Report (OER) - Level I, (Rev. 12188, 5192) 
Officer Evaluation Report (OER) - Level II, (Rev. 12/88, 5/92) 
Officer Evaluation Report (OER) - CAPT (Rev. 12/88, 5/92) 
Statement ,of Understanding (SELRES GI Bill) 
Termination/Recoupment Data (SELRES GI Bill) 
Acceptance & Oath of Office 
Statement of Creditable Service or equivalent document(s) 
Service Record Card 
Statement of Service Retired Personnel 
Transcript of Sea Service or equivalent SOCSS 
Statement of Service or equivalent SOCS 
Computation of Retirement Points 
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CGHRS&IC- 107 1 Statement of Creditable Service 
CGIHRS&IC-1072Statement of Creditable Sea Service 
DD-4 DD-4 
DD-108 DD-108 
DD-214 DD-214 
DD-215 DD-215 
DD-368 DD-368 
DD-553 DD-553 
DD-1882 DD-1882 
DD- 1883 DD- 1883 
DD-1966 DD-1966 
DD-2366 DD-2366 
DD-2384-l DD-2384-l 
DD-2648 DD-2648 
SGLV-8285 SGLV-8285 
SGLV-8286 SGLV-8286 
VA-21-3101 VA-21-3101 
I-_ I-_ 
--- --- 

--- --- 
--- --- 

s-s 

Enlistment/Reenlistment Document, Armed Forces of United States 
Application for Retired Pay & Benefits 
Certificate of Release/Discharge from Active Duty 
Correction to DD-214 
Req. for Discharge or Clearance from Reserve Component 
Deserter/Absentee Wanted by the Armed Forces 
Survivor Benefit Plan Election Change 
Survivor Benetit Plan Election Certificate 
Record of Military Processing 
Montgomery GI Bill Act of 1984 (MGIB)(May 90) 
Notice of Basic Eligibility (NOBE)(Nov 91) 
Pre-separation Counseling Checklist 
Request for Insurance (SGLI) 
SGLI Election 
VA Claim (Request for information) 
Active Duty Agreements 
Administrative Discharge Boards 
Application for Direct Commission 
Award Citations 
Board for Correction of Military Records (BCMR) 
Disclosure Log 
Educational Transcripts 
Entire separation package where separation was directed by CGPC. 
MLC, District, TRACEN Cape May, or Superintendent CGA. 
GED results 
Letter of Alcohol Incident 
Letters of Appointment 
Letter of Designation as CG Aviator/Law Specialist 
Letters of Integration/Extension 
Letters of Non-Selection/Lock-in 
Letters obligating service 
LettersKG-3307 Removal/Relief for Cause 
Letter for 27 Point Screening 
Letter for 20 Years Service 
Personnel Record Review Boards (PRRB) 
Physical Evaluation (PE) Boards 
Punitive Letters 
Recall Orders 
Report of Civil Arrest 
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Reports of Civil Conviction 
Report of Investigation 
Request for Adv/Restor/Chng in Rate, Removal of Desig, Promotion 
Separation/Retirement Orders 
Summary Sheet 
TRACEN Cape May Recruit Personnel 
Weight Compliance (LtrKG-3307) 
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PERSONNEL REPORTING UNIT (PERSRU) PDR STRUCTURE 

(The four sections to the PERSRU PDR are outlined below) 

Section 1: Accession and Separations 
(Top) CG-32 11 OCS Agreement 

CG-3301 Enlistment Contract 
CG-3301A Statement of Understanding 
CG-3301B Agreement to Extend Enlistment 
CC-3301C Discharge & Reenlistment Contract 
CG-4911 Advance Orders for Mobilization 
(X-49 16 Active Duty Initial Information Form 
CG-54 11 Statement of Understanding (SELRES GI Bill) 
CG-5525 CG Reserve assignment request and orders 
CG-9556 Acccptancc & Oath of Office 
LID-4 Ilnlistmcnt/Reenlistmcnt Document, Armed Forces of United States 
DD-108 Application for Retired Pay & Benefits 
DD-214 Ccrtificatc of Release or Discharge from Active Duty 
DD-2 15 Correction to DD-2 14 
DD-368 Request for Discharge or Clearance from Reserve Component 
--- Active Duty Agreements 
--- Letters of Appointment 
--- Letters of Integration/Extension 
--- Letters Obligating Service 
--- Recall Orders 
-I_ Separation/Retirement Orders 

Section 2: Career Documentation 
(Top) --- 

CG-2842 
CG-3029A 
CG-3303 
CG-3304 
CG-3306 
CG-3307 
CG-3799 
CG-4175 
CG-467 1 
CG-5274 
CG-5286 
CG-5412 
CGHQ-25 1113 
CGHQ-4290 

Disclosure Log (see enclosures (6) and (7) for instructions) 
Notice of Removal of Absentee Wanted Notice 
Ind. Record of Small Arms Trng. 
Achievement Sheet 
Court Memorandum or transaction log printout from SDA II 
Marks/Data Base Summary Printout 
Administrative Remarks (all) 
Annual Screening And Qualifications Questionnaire (current year only) 
CG Annual/l’erminal Points Statement 
Disability Orders & Notification of Eligibility for Disability Benefits 
Personnel Security Record 
Class A School Training Request (Remove upon orders to “A” school) 
‘I’crmination/Recoupment Data (SelRes GI Bill) 
Statement of Creditable Service 
Transcript of Sea Service 
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CGHQ-47 17 CGHQ-47 17 
CGHRS&IC- 107 1 CGHRS&IC- 107 1 
CGHRS&IC-1072 CGHRS&IC-1072 
DD-553 DD-553 
DD-2366 DD-2366 
DD-2384-l DD-2384-l 
SF-3 12 SF-3 12 
““” 
““” 
““” 
““” “ “ ”  

““” 
““” 
““” 
““” 
““” 
““” 
““” 
““” 
I”” 
I”” 
““” 

Statement of Service 
Statement of Creditable Service 
Statement of Creditable Sea Service 
Deserter/Absentee Wanted by the Armed Forces 
Montgomery GI Bill Act of 1984 (MGIB) 
Notice of Basic Eligibility (NOBE) 
Classified Information Non-Disclosure Agreement 
Award Citations 
Administrative Discharge Board 
Letters of Training and Qualification 
Letters of Course Completion 
Letters of Designation 
Letters of Non-Selection/Lock-in 
LetterslCG-3307 Removal/Relief for Cause 
Letter for 27 Point Screening 
Letter Authorizing Lateral Change In Rate 
Officer Promotion Authorization List (OPAL) 
Physical Evaluation Boards 
Report of Civil Conviction 
Reserve Letter for 20 Years service 
Reserve Points from Previous Service 
Weight Compliance (Letter/CG-3307) 

Section 3: PMWJUMPS Documentation 
(Top ) CG-5209 USCG Leave and Earnings Statement (1 -year only) 

CG-443 6/B Reserve Orders & Pay Voucher(Al1 copies of paid original) 
DD-2494 Dependent Dental Plan Election * 
DD-2494-1 Dependent Dental Plan Election (Sep 95 version) 

Section 4: Dependency & Support Documentation 
(Top) CG-3853 Personal Effects Inventory & Disposition 

CG-4170A BAQ/Dependency/Emergency Data and SGLI Validation (most 
recent only) 

CG-5425 VHA Offset Worksheet (most recent only) 
CG-5507 PMIS/JUMPS Entitlement Validation Form (most recent only) 
CG-5131 Standard Travel Order for Military Personnel (PCS - last 2 only) 
DD-1172 Application for Uniformed Services Identification & Privilege Card 

(most recent only) 
DD-1882 Survivor Benefit Plan Election Change 
DD-1883 Survivor Benefit Plan Election Certificate 
SGLV-8285 Request for Insurance (SGLI) 
SGLV-8286 SGLI Election and Certificate 
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UNIT PDR STRUCTURE 

(The four sections to the Unit PDR are outlined below) 

Section 1: Training, Education, & Qualifications 

(Top) CG-3029A Record of Small Arms Training 
CG-3303C Performance Qualifications 
(X-5286 Class “A” Training Request (Removed upon orders to “A” school) 

Section 2: Performance/Discipline 

(Top) CG-3307 
““” 

Administrative Remarks 
Reports of Civil Arrest/Conviction 

Section 3: Security Data 

(Top) CG-5274 Personnel Security Record 
SF-312 Classified Information Non-disclosure Agreement 
OPNAV 55 1 O/ Personnel Security Action Request 
413 
CG-5588 Personnel Security Action Request(Rev. 5-94) 

Section 4: General Administration 

(Top) --- Disclosure Log (set enclosures (6) and (7) for instructions) 
I’DIF Personnel Data Information File (current only) 
CG-3306 Marks/Data Base Summary (current only) 
CG-3788A-C Filed until rcflectcd on CG-3306 
CG-4170A BAQ/Depcndency/Emergency Data/SGLI Information (most recent 

only) 
CG-5525 CG Rcservc Assignment Request and Orders 
SGLV-8286 SGLI Election and Certificate 
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ACCESS AND DISCLOSURE OF PDR DOCUMENTS 

1. The release of any information contained in this system of records will be governed by the 
Freedom of Information and Privacy Acts Manual, COMDTINST M5260,3(series). Access 
to PDR information will be given: 

a. Upon request to the subject of the PDR: 

(1) To representatives designated in writing by the subject of the PDR; 

(2) To the parent of any minor or the legal guardian of any individual who has been 
declared to be incompetent by a court of competent jurisdiction acting on the behalf 
of the individual; 

b. To military members of the Coast Guard or employees of the Coast Guard or Department 
of Transportation who need the PDR document(s) for official purposes; 

c. When rcquircd as prcscribcd by the Freedom of Information Act (FOIA); 

d. To the Department of Veterans Affairs for determining an individual’s eligibility fol 
bcncfits and use of medical facilities; 

e. l:or civil or criminal law enforcement purposes. A written request must specify the 
information requested, the law authorizing collection of the information, the enforcement 
activity for which the record is sought, and must be signed by the head of the local, state, 
or federal agency. Consultation with the unit’s Privacy Act Coordinator is required. 

f. When directed by an order or subpoena signed by a judge of a court of competent 
jurisdiction. Consultation with a legal officer is required. 

g. To consumer reporting agencies for debts owed to the Federal Government. Release 
must bc coordinated through the legal officer processing the debt collection. 

h. To the parent locator service of the Department of Health and Iiuman Services; 

i. When authorized and the identity of the person being granted access is ascertained by 
military or Government identification, state drivers license, or other similar documents. 
Complete the “Disclosure Log” in the member’s PDR. 

2. Handling FOIA and Privacy Act inquiries: Refer to the Freedom of Information and Privacy 
Acts Manual bcforc responding to any FOIA or Privacy Act information request. 

3. Safeguarding the PDR. I’DRs must have adequate administrative and physical security as 
prcscribcd in COMDTINS’I’ M5260.2 (series). 



a. I’DRs \vill normally be in cabinets or other containers which are attended during bvorking 
hours and locked ivhcn unattended. PDR files which are large and subject to heavy 
usage. c.g.. HQ PDR, may be stored in an attended room with controlled access which is 
locked when unattended. A suitable container must have protection equal to that of a 
class 71 10 file cabinet. 

b. When destruction of a PDR document is authorized, destruction must be so complete as 
to prevent reconstruction or recovery of the information. Destruction must be by burning, 
shredding. or pulverizing. 

4. The release of Information or documents contained in the PDR System which fall under the 
FOIA or Privacy Act which are disclosed, must be recorded on enclosure (7). 

5. Rclcasc of documents or information, authorized by subparagraphs 1 .a. and 1 .c. through 1 .i. 
of this enclosure is required to be recorded in the Disclosure Log and filed in the individual’s 
I’DR at the level at which the information is released. 
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DISCLOSURE LOG 

DAKE 01’ I~0ltTI0N 01’ IwcollD 
DIs(‘LosllllK DISCI.OSED 

I’IIIu’os~ OF DISCLOSIIRE NAME AND ADDRESS OF I’IXSON 011 AGENCY TO WHOM INI I’IALS OF I<EI.k:,,SISG 
(if nlhrr than bnwnahcr) DISCLOSURE IS MADE All’l‘llol<l’fV 
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SEPARATION DOCUMENTS CHECKLIST 

DO NOT FORWARD INCOMPLETE PACKAGES 

Sltl~\‘l(:IN(; I’I~I1!4~II: I’ERSRIJ I’IIONIS NlJMlll~:lk 

Recnlistmcnt 

__- ~~llistnlent/Reenlistmellt Document (DD 4) 

--- Original Administrative Remarks (CG-3307) 

Discharge Without Immcdiatc Reenlistment, Enlistment in CG I~eservc or 
Retircmcnt 

-__ Medical Pcrsonncl Data Record (PDR) 
Copy of Discharge or Retirement Orders 
Certificate of Releasc/Dischargc From Active Duty (DD 214) Copies 2 and 8 
Original Pre-Separation Counseling Checklist (DD 2648) 
Original Administrative Remarks (CG-3307) 
Personnel Security Record (CG-5274) 

I 
Rclcase From Active Duty (RELAD) 

Copy of Standard ‘fravcl Orders (CG-5 13 1) 
CertiIicate of Release/Discharge From Active Duty (DD 2 
Original I’rc-Separation Counseling Checklist (DD 2648) 

-__ Original Administrative Remarks (CG-3307) 

14) Copies 2 and 8 

Discharge With Immediate Enlistment in CG Reserve 

Enlistment/Reenlistment Document (DD 4) for reserve enlistment 
Copy of Standard Travel Orders (CG-5 13 1) 
Certificate of Rcleasc/Discharge From Active Duty (DD 214) Copies 2 and 8 
Original Pre-Separation Counseling Checklist (DD 2648) 
Original Administrative Remarks (CC-3307) 
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SUGGESTIONS FOR IMPROVEMENTS TO THE MILITARY PERSONNEL DATA 
RECORD SYSTEM 

l’I,ltXI,\NI’.N’I‘ lfNI’I‘: I’IIONI:, NUMBER: 

. SUGGESTION FOR IMPROVEMENT l 

. HEADQUARTERS ACTION ON SUGGESTION . 

I.OC,\I. l~~:l’l~ol~1’<“l‘los ,\l!‘l‘ll0lll%lrl) 

Mail to: Commandant (G-WR-3) 
IJ. S. Coast Guard 
2100 Second St., S.W. 
Washington, IX 20593 


